
Using Object Manager Free Search 
 

 
 

1. To begin, access your Object Manager by selecting Settings – Show Object 
Manager. 



 
 

2. Click on Free Search in the left-hand box under Find by: 
 



 
 

3. Decide the criteria for employees you would like to find.  For example, you want 
to find all active employees in your personnel area under your timekeeper ID. 
Open the arrow  next to the folder in front of Actions and Organizational 
Assignment, to see a list of fields available for the search. 

 



 
 

4. Select the fields that fit your criteria by clicking in the box next to the field.  A 
check mark will be placed in the box and the field will be transferred to the 
‘Selections’ area of the dialog box.   

Select the following: 

From the Actions folder, select Employment Status. 

From the Organizational Assignment folder select Administrator for Time 
Recording and Personnel Area. 

 
 



 
 

5. Enter the values into the selection fields that correspond to the values you are 
interested in finding.  These fields work just like selection fields on reports, so if 
there is a range of values, simply click on the yellow arrow to extend your search 
to a range of values.  

Enter the following: 
Employment Status: Enter 3 (because you want active employees) 
Administrator for time recording: Enter your three digit time administrator i.d. 
Personnel area: Enter 0+your agency number  (Example: 0107) 

 
 



 
 

6. Select the ‘Hit List’ button to retrieve the number of employees who match your 
search criteria. 

 



 
 

7. If you are satisfied with the number of employees on your list, click the green 
check mark at the bottom left to list the employees. 

 



 
 
 
 



 
 

You can double click on the employee’s personnel number or name field in your search 
box and the information will appear on the Maintain Time Data screen. 

You can Hide your Object Manager while you enter time (by selecting Settings : Hide 
Object Manager) and then retrieve your list for your next employee. (by selecting 
Settings: Show Object Manager). 
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